Welcome To Global e-Travel! 



V3.ll 



Welcome to Global e-Travel! Please follow the instructions starting on page 3 to create your password 
and complete your profile. 

After your initial account setup, you will access the Global e-Travel (E 2 Solutions) application by typing 
the following link in the URL line of your web browser: https://ets.prod.carlson.com. Please bookmark 
this link as one of your favorite websites. 

If you are unable to access the link, please follow the steps below to confirm that TLS 1.0 is enabled. 



1 . From your web browser menu bar, select Tools 

2. Select the Internet Options . . . 

3. Select the Advanced tab 

4. Scroll down to the Security settings 



Internet Options ? X 



Generalf Security ]! P r ' vac V || Content Connections Programs Advanced 



Settings: 



Security 

Allow active content from CDs to run on My Computer 
Allow active content to run in files on My Computer 
Allow software to run or install even if the signature is invalid 
Check for publisher's certificate revocation 
Check for server certificate revocation (requires restart) 
Check for signatures on downloaded programs 
Do not save encrypted pages to disk 
Empty Temporary Internet Files folder when browser is closed 
Enable Integrated Windows Authentication (requires restart) 
' Enable Profile Assistant 
^ Use SSL 2.0 
^1 Use SSL 3.0 



Use 



TLS 1.0 1 



Warn about invalid site certificates 
Warn if changing between secure and not secure mode 



< 



Restore Defaults 



□ K 



Cancel 



Apply 



5. If it is not, please contact your local information systems office to enable this setting. 
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New User Access Process 



When a user is added to E 2 Solutions, they will receive two emails. The first email (Subject: E2 
Solutions Account Successfully Created) will inform the user that their E 2 Solutions account has been 
activated and will provide the eTravel Login (user's E 2 Solutions Username) information. A second email 
(Subject: E2 New User Access) will be sent with the " please sign in using this link " that the user must 
use within 72 hours to create their security profile and login for the first time. 

The following steps describe the new user access process: 

1. When the user clicks the link in the email, a browser window opens to the Initialize Security 
Information screen. 



/^Solutions 



Initialize Security Information 



The link in the email sent to a new user takes them 
to the Initialize Security Information screen. 

This is a unique link for each user. The information 
entered here must match the information entered 
when the user was set up in E 2 Solutions . 



Username: | 

Social Security Number / Employee Id: | 

Continue 



3. Click the Continue button to 
complete your security profile 



1. Type your Username here. 

2. Type your Employee ID here. 
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Figure 1 - Initialize Security Information Screen 



Note: The user must enter the correct Username and Employee ID on this screen. The Username is 
the eTravel Login that was sent in the email entitled "E2 Solutions Account Successfully 
Created." Do Not enter your SSN in the Employee Id field. Government employees use 
their Employee Identification Number (EIN) as their Employee ID. The EIN is located on 
SF-50 (Notification of Personnel Action) as item #44. For other contractors and consultants 
their Employee ID is a two-digit bureau code followed by the last 4 digits of their Social Security 
Number. Your bureau E 2 Solutions coordinator can provide the bureau code. If any of the data 
that is entered does not match the information used to generate the email link, the security 
initialization process terminates and an error message is displayed. If you received the error 
message, contact your bureau E 2 Solutions coordinator to have your account initialized. 



Failed attempt 

The Security Information you have entered is not valid, please re-enter and try again. 
Current Date Time at the server: 12 19 2007 11:40:45 



If any of the data is not valid, the user is stopped from continuing. The user has 
72 hours to complete the security initialization process. After that time, the email 
link is invalid and a systems administrator must reinitialize the user's account. 



Figure 2 - Failed Attempt Message 
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Logging into the E 2 Solutions application for the first time after your account has been created will require 
you to create a personalized password. The following rules apply when creating a password: 



♦> Each password must contain 8-12 characters. The password must contain at least: 

■ 1 numeric character 

■ 1 upper case letter (e.g., T instead of t) 

■ 1 lower case letter (e.g., h instead of H) 

■ 1 special character (e.g., @, #, $, etc.) 

Note: An ampersand (&) is not permissible as a special character. 

2. If all of the entered data is correct, the screen updates and then the user can complete the 
security profile information, including password and security questions. 



^Solutions' 



Informational text describes the 
password requirements for the user. 



Enter your password. Passwords must be between S and 12 characters. Must contain at least 1 numeric character. 
Must contain at least 1 upper case character. Must contain at least 1 lower case character. Must contain at least 1 
special character. 



. Type the password in the Hew Password field and then confirm the 
password by retyping it in the Confirm Hew Password field. 



3. Type the 
answer to each 
security 
question in the 
appropriate 
Security 
Answer field, 
and then 
confirm the 
answers by 
retyping them 
in the 

appropriated 
Confirm 
Security 
Answer field. 



New Password: 
Confirm New Password: 

Choose a security question and enter an answer. In the event that you forget your password, the security information 
will be used to verify your identity and assist you with resetting your password. 
First Security Question: 



►Security Answer: 
►Confirm Security Answer: 
Second Security Question: 
►Security Answer: 
►Confirm Security Answer: 



Who is your favorite artist? 



2. Select two different 

security questions from the 
drop-down lists. 



Who is your favorite artist? 



v l 



4. Click the Save button to 
s a v e y o u r s e c u rit;, < p rot i I e . 
If all data passes 
validation, the user is 
automatically logged in. 



Copyright 2007 CW Government 



Figure 3 - Security Profile Screen 

3. When the user clicks the "Save" button, the data is validated. If all the data passes validation, 
the user is logged in and sees the "Rules of Behavior" screen. 

Note: If any of the data fails validation, the user is prompted to correct the error and click the "Save" 
button again. 

4. Read The Rules of Behavior. 

5. Click the I have read and Acknowledge the Rules of Behavior button. 
Note: User has successfully created their security profile and logged in for the first time. 



Please continue to the next section to complete your E 2 Solutions My Profile tab. 
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Completing the E 2 Solutions My Profile Tab 



When accessing the E 2 Solutions application for the first time, it is imperative to complete the My Profile 
tab. This document is to assist any user in completing their user profile. This section will also provide 
information as to why it is vital to the successful use of E 2 Solutions that all users, especially travelers, 
MUST complete their user profile. 

To access your profile follow the steps below: 

1 . From the E 2 Solutions menu select the My Profile tab. 

2. Review the profile information and make adjustments as needed to the pre-loaded information. 

Note: There are seven essential sections on the My Profile tab that MUST be completed by all users 
at the initial login. 



❖ 


Default Homesite 


❖ 


Address Information 


❖ 


Payment Information 


❖ 


Email Information 


❖ 


Travel Arrangers 


❖ 


Credit Card Information 


❖ 


Travel Preferences 
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Find Answers? Q 



Travel For Others 



Welcome ZACH TURNER 



| User Profile | 


Traveler Name 




ZACH TURNER 




Last Login Information 


Login Time: not found 




Personal Profile 


Edit Profile 



Position Title: 
Employee ID: 123456 
Ticket Preference: Electronic 



Default Homesite 



I Edit Homesite I 



Default Homesite: WASHINGTON, DC 
Default Depart Airport: DCA-National Airport (Reagan) 



Address Information 



I Edit Address Information I 



Mailing Address: 2201 C Street N.W. 

Washington, DC 20520 
UNITED STATES 
Telephone Number: 202-647-0000 
202-647-0000 



Payment Information 



I Edit Payment Information I 



Primary Account: Click 'Edit Payment Information' to select a primary account 



[Edit Email Information j 



Email Information 

The primary email address should be the address where you want to receive information about travel arrangements 
made through E2 Solutions 
Primary Email: TurnerZO@State.Gov 

The alternate email addresses can be an alternate email for you, supervisor, or a manager to receive information 
about travel arrangements made through E2 Solutions 
Alternate Email: Not on record 
Alternate Email: Not on record 



Travel Arrangers 



| Edit Arrangers j 



Credit Card Information 
Travel Charge Card: None 
Personal Credit Card: 

None 



[Edit Credit card Information j 

Without a Travel Charge Card or a Personal Credit Card you will not be 
able to book hotel reservations 



Travel Preferences 



I Edit Travel Preferences I 



TMC Profile ID: N/A 



Register PKI Certificate 



Other Features 



View Approval Routing 
Edit Favorite Accounting Code 
Edit Password Information 
Printable Profile 



Privacy Policy 
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Figure 1 - User Profile Screen 
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Review and Complete the Default Homesite Information 



3. Click the Edit Homesite link from the My Profile tab. 

4. Click the Edit Homesite link from the Default Homesite screen. 

5. Select the Default Homesite. 

Note: If the Default Homesite is not correct, it could affect the traveler's per diem calculation and 
reimbursement. 

6. Click the Edit Airport link. 



I^Solutions" 



Find Answers? | Logout ~~| 



| Home | 



| Travel For Others | 



Welcome ZACH TURNER 

■3BH33S 



Default Homesite: WASHINGTON, DC 


Edit Homesite 




Default Airport: DCA 


Edit Airport 





[ Return to User Profile ~ 



— 



Country: UNITED STATES 



A state must sefected ifthz country is thz United States. 

State: district of columb ia|v| 



ANACCSTIA ns 



BOLLING AFB 



COUNTY: DIST OF COLUMBIA 



FT. MCNAIR 



MARINE BARRACKS 



NAVAL MEDI C A L C 0 M M AND 
NAVAL RESEARCH LABORATORY 



NAVAL SEC UP IT STATION 
STANDARD RATE 



U.S. NAVAL OBSERVATOR 

U.S. SOLDIERS AND AIRMENS HOME 



WALTER REED ARMY MEDICAL CTR 
I WASHINGTON I 



c a;;c:nstl n naval district 
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Figure 2 - Default Homesite Screen 

Note: Based on the Default Homesite selected, the screen will display all the airports in that area. 

7. Click on the code of the desired airport or select a state to search for the appropriate airport 
code. 
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8. Click the Return to User Profile button to continue. 



Solutions Find Answers? | Logout" 

Home | | Travel For Others | 

Welcome ZACH TURNER 



1 Default Homesite: 








Default Homesite: WASHINGTON, DC 
Default Airport: DCA 




Edit Homesite 
Edit Airport 




J[ Return to User Profile )J 


| Edit Default Homesite Airport ^^^^^^^^^^^^^^^^^H 



Airport: % 



Country: UNITED STATE S [ttl 

A stite may only be selected if the country is the United Stites. 

State : [ Virginia [ vj| 

[l ^arch |] 

Code: Airport Name: State: Country: 



CHQ 


Charlotteville 


VA 


US 




Dulles Intl Airport 


VA 


US 


LYH 


Lynchburg 


VA 


US 


ORF 


Northfolk Intl Airport 


VA 


us 


PHF 


Patrick Henry Intl Airport 


VA 


us 


RIC 


Richmond 


VA 


us 


ROA 


Roanoke 


VA 


us 


SHD 


Staunton 


VA 


us 



Privacy Policy Copyright 2003-2008 CW Government Travel 

Figure 3 - Edit Default Homesite Airport Screen 
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Review and Complete the Address Information 

9. Click the Edit Address Information link from the My Profile tab. 

Note: Asterisks denote required fields. This address and phone information is used most often in case 
of the need for a paper ticket to be issued. It will be delivered to this address. It is highly 
recommended that users enter their office address so as to not miss a ticket delivery. 

10. Complete the address information. 

11. Click the Save button to continue. 




Find Answers? [ 



Logout 



| Home | | Travel 



Travel For Others 



Welcome ZACH TURNER 



■ JHWPIfflM 



Please enter your mailing address below. Click here if vour mailing address is outside of the United States 



This address and telephone number will be used by the on-line booking engine when making travel reservations, and for disbursements when a mailing 
address is required. 



Add or edit your mailing address and then select Save. 

♦Required Information 



Address line 1*: 2201 c street n.w. 



Address line 2: suite 4050 



City*: Washington 



State*: district of Colu mbia [v] 



Zip Code + : 20520 




(Area code and telephone number) 



(Area code and telephone number) 




Figure 4 - Edit Address Information Screen 
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Select the Payment Information 



12. Click the Edit Payment Information link from the My Profile tab. 

Note: A primary account is required for Travel Advance and Voucher disbursements. Once the primary 
account is selected it will display as your first choice in the drop-down list of the Travel Advance 
and Disbursement screens. 

13. Select your primary account. 

Note: If no account information is displayed, please contact your bureau Global e-Travel point of 
contact. 

14. Click the Save button. 

15. Click the Return to User Profile button to continue. 



Solutions 



Find Answers? [ 



Travel For Others 



Welcome ZACH TURNER 



Payment Information 



If the information on this screen is not accurate, please contact your Finance Office to add, correct, or remove payment information. 

All of the vendors listed below will display in the dropdown boxes in the Travel Advance and Disbursement screens for payment 
selection. 

The primary account 99101), GFMS FFT Account, """"XXXXXX, US Dollars will display as your first choice in the dropdown 
box of the Travel Advance and Disbursement screens. 



Use the following vendor Est to Select/Change your primary account: 



0 9 9 1 0 D , G FN S EFT Account ****XXXXXX, 0 0 1 , LI S 0 o 1 1 a rs 



Save Return to User Profile 



Figure 5 - Payment Information Screen 
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Review and Complete the Email Information 



16. Click the Edit Email Information link from the My Profile tab. 

There is space for three email addresses. The primary email address field will contain your work email 
address. If desired, personal email addresses can be added to the alternate email address fields. 

Note: Some users may wish to include their travel arranger's email address. It can be listed as the 
second or third email address in their profile. Adding the travel arranger's email address is 
highly recommended. 

17. Complete the email information. 

18. Click the Save button to continue. 



Solutions Find Answers? Logout 

| Home | | Travel For Others | 

Welcome ZACH TURNER 

You are allowed up to three email addresses. The primary must be for you. 
Alternate email addresses can be used for yourself. Travel Arrangers, or other 
co-workers who need to receive emails about your trips. 

♦Required Fields 
Primary Email Address: * TumerZO@state. Gov | 
Alternate Email Address: zachTurner@QMaii.com 
Alternate Email Address: 




Figure 6 - Edit Email Information Screen 
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Complete the Traveler Arranger Information 



19. Click the Edit Arrangers link from the My Profile tab. 

Note: At the initial login there will not be any names entered in the Travel Arrangers section. If a 
traveler does not search for and enter his or her traveler arranger's name, their travel arranger 
CANNOT create travel documents or reservations for them. Completing this section is the 
responsibility of the traveler. 

There is no limit to the number of travel arrangers that can be added to the traveler's profile. 
The travel arrangers can be deleted from the traveler's profile at anytime. 

20. Search for the travel arranger by entering a first name, last name, or both within the Travel 
Arranger Search section. The user can search by entering part of the name as well. 

21. Click the Search button. 



Solutions 



Find Answers? Logout 



I Home | | Travel For Others | 



Welcome ZACH TURNER 



Travel Arrangers 



Show Email Addresses 



Delete Arranger: 



Return to User Profile 



Travel Arranger Search 



Arranger Search Criteria 



Arranger's First Name: Bob 
Arranger's Last Name: van 
Arranger's Login Name: 



[[ Search |] 



Figure 7 - Travel Arrangers Screen 

22. Scroll down to the bottom of the Travel Arrangers screen to review the search results. 
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23. Click on the Name of the travel arranger from the search results. 
Note: Some searches will bring back more than one name due to partial search entries. 



Travel Arranger Search 



Arranger Search Criteria 



Arranger's First Name: Bob 



Arranger's Last Name: van 



Arranger's Login Name: 



I VAN, BOBBY A I 



Figure 8 - Travel Arranger Search section 



24. Click the Return to User Profile button to continue. 



^Solutions - 

| Home | | Travel For Others | 

Welcome ZACH TURNER 



Travel Arrangers 



Show Email Addresses 



Find Answers? | Logout ~~| 



Delete Arranger: 



VAN, BOBBY A 



jj" Return to User Profile J 


Travel Arranger Search 








Arranger Search Criteria 








Arranger's First Name: 


1 






Arranger's Last Name: 


1 






Arranger's Login Name: 


1 




[ Search ] 



Figure 9 - Travel Arrangers Screen 



Note: If the traveler does not designate a travel arranger(s), the travel arranger will not be able to 
assist in processing the traveler's travel authorization and voucher. 
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Complete the Credit Card Information 



25. Click the Edit Credit Card Information link from the My Profile tab. 

26. Click the Edit link to add the Travel Charge Card to the profile. 



^Solutions- 



Find Answers? 



| Travel For Others | My Approvals | 



Welcome ZACH TURNER 
Return To Traveler Profile 



Traveler Name 

ZACH TURNER 



Online Booking Charge Card Defaults 



Select which charge card the Online Booking Engine should use for Air Travel and Hotel Guarantees and click Save 
Defaults. 



Charge Card to use for Airfare: CBA (Centrally Billed Account) v| 



Charge Card to use for Hotel Guarantee: No Default 



Save Defaults 



mm 



Card Name Card Type 



Card Number Expiration Date Delete Card 



Travel Charge Nq Card Qn R| 
Card 



EE) 



Personal Credit 
Card 



No Card on File 



| Delete ) [ Save ) 

Figure 10 - Credit Cards Screen 

27. Select the Type of Card from the drop-down list. 

28. Add the credit card number in the Card Number field. 

29. Select the Expiration Month from the drop-down list. 

30. Select the Expiration Year from the drop-down list. 

31. Repeat Steps 25 - 30 to add the Personal Credit Card information to the profile. 
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Note: Personal Credit Card information can be used to reserve hotels within the GetThere Online 
Booking Engine (OBE). 

32. Click the Save button. 

Note: All card information within the profile is masked. Only the last four digits of the card number 
as well as the card's expiration date are visible. 



^Solutions 



Find Answers? | Logout 



Travel For Others My Approvals 



Welcome ZACH TURNER 
Return To Traveler Profile 



Credit Cards 



Traveler Name 

ZACH TURNER 



Online Booking Charge Card Defaults 



Select which charge card the Online Booking Engine should use for Air Travel and Hotel Guarantees and click Save 
Defaults. 



Charge Card to use for Airfare: CBA (Centrally Billed Account) 



Charge Card to use for Hotel Guarantee: No Default 



Save Defaults 



Credit Card Information 



Card Type 



Card Number Expiration Date Delete Card 



Travel Charge Card 



Type of Card: VISA 



Card Number: 1234567890123456 
Expiration Month: | November | v| 
Expiration Year: | 2011 [vj M 



Personal Credit 
Card 



No Card on File 



[ Delete )[| Save |j 



Privacy Policy 
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Figure 11 - Credit Cards Screen 
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33. Select the Charge Card to use for Hotel Guarantee from the drop-down list. 

34. Click the Save Defaults button. 

35. Click the Return To Traveler Profile link to continue. 



Solutions 



Find Answers? [ 



| Travel For Others | My Approvals | 



Welcome ZACH TU RN E R 



[Return To Traveler Profile j 



Credit Card Information was saved successfully 



Credit Cards 



Traveler Name 

ZACH TURNER 



Online Booking Charge Card Defaults 



Select which charge card the Online Booking Engine should use for Air Travel and Hotel Guarantees and click Save 
Defaults. 



Charge Card to use for Airfare: CBA (Centrally Billed Account) |v| 
Charge Card to use for Hotel Guarantee: Travel Charge ^ard |v| 



Save Defaults 





Credit Card Information 




Card Name Card Type 


Card Number Expiration Date 


Delete Card 


Edit Card 


Travel Charge y|SA 


XXXXXXXXXXXX7392 11/2011 


□ 


Edit 


Personal Credit d Fj| 
Card 






Edit 



Figure 12 - Credit Cards Screen 



16 



Complete the Travel Preferences Information 



Note: All users are required to have a TMC Profile ID in order to use the E 2 Solutions application. 

If a TMC Profile ID already exists then it will be displayed in the user's E 2 Solutions My Profile 
tab. 

36. Click the Edit Travel Preferences link from the My Profile tab. 

37. Complete the GetThere Profile page as necessary. 

Note: To complete your GetThere profile you will need to click on each of the blue links within the 
Travel Preferences section. 

38. Click the Click Here link in the Profile section to close window. 



^Solutions- 



Traveler: Zach P Turner Site: e2training 




Log Out 


1 Home 


Trips 


Profile | 



£y Company Announcements 

Welcome! Thank you for bulldi nfl voui motile . Please feel fiee to update any other profile items by selecting one of 
the links below. When finishe<l.[CLICK HEREjto close the window. 



Profile Settings 



Peison.il Inf puliation Edit your name, address, phone number, and miscellaneous personal information. 

Change Password Change your current password to a new password. 

Charge Cuds Acid, modify, or remove charge card information. 

E-mail Settings Edit the e-mail address for yourself and others who receive copies of your itinerary. 

Display Piefeiences Edit your preferences for time format, default currency, and preferred language. 



Travel Preferences 



► Fi eguent Ti avelei Add, modify, or remove frequent flyer, rail loyalty, hotel loyalty, and car loyalty programs. 
Passport and Visas Add, modify, or remove passport and travel visa information. 

► Flight Pr ef er ences Edit your preferences for airlines, seat selection, meal types, and special requests. 

► Hotel Preferences Edit your preferences for hotel chains and special requests. 

^ Car Preferences Edit your preferences for rental car agencies, car type, car size, transmission, and special requests. 



Company Announcements 
CLICK HERE for technical assistance. 



H Help with this page 



Personal 
Information 

Password 
Charge Cards 
E-mail Settings 
Display 
Preferences 



Travel 

Preferences 



• Freguent Traveler 

• Passport and Visas 

• Flight Preferences 

• Hotel Preferences 

• Car Preference: 



©2003-2008 GetThere LP. - All right- reserved I ^ r« 

Ore 



GetThere 



Figure 13 - GetThere Profile Screen 



Note: User has successfully completed their My Profile tab. 

To access E 2 Solutions application in the future type the following website; 
https://ets.prod.carlson.com in the Address line of your web browser. Please bookmark this 
website as one of your favorite websites. 
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Department of State Global e-Travel Support Information 



4- E 2 Solutions Production 

https://ets.prod.carlson.com 

4- Carlson Wagonlit Online Training 

https://e2solutions-gov.custhelp.com/cgi-bin/e2solutions_gov.cfg/php/enduser/cci/cbt_hom 

4- E 2 Solutions Password Reset 

E2DomPwd @ State.Gov 



❖ Carlson Wagonlit Customer Support Center ❖ 

1-866-654-5593 



1-23-2009 
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